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How to Apply for Water Connectioron the Pender Online Resource Tool (PORT)

The PORT is an online portal that allows citizens of Pender County to apply for permits, see the status of
current permits, and even pay fees online. In ordeolain permits onlinecitizens musapply for
permits throughtheir PORT&ccount, which is what this How To was made for!

1. Navigate to the Pender Online Resource Tool homepage (The current version as of April 2019 is
displayed below).

Pender Online Resource Tool - Citizen Self Service Good Afternoon, Guest -

Apply, Build and Review

BEUEE Map Search@  Help®  Calendar @

Welcome to the PORT! < n

Welcome

Welcome to Self Service!

Not a Member? Register.

Search Permits Create a new account now - click Sign Up to get started.

This tool can be used to search for existing permits.

Today's Inspections
Search Plans View the jurisdictions' scheduled inspections by date.
This tool can be used to search for existing plans.
View

Login
Search Inspections
This tool can be used to search for inspections associated with

Loginwith an existing account.

Need Help? Email
© 2019 - Pender County NC Production | Terms of use | Privacy | Accessibility
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2. Tolog Inclick theLog Inbutton under the Welcome portion of the page.

Welcome

Welcome to Self Service!

Not a Member? Register.

Search Permits Create a new account now - click Sign Up to get started.
This tool can be used to search for existing permits.

Today's Inspections

Search Plans View the jurisdictions' scheduled inspections by date.
This tool can be used to search for existing plans.

View
LogIn
Search Inspections Log inwith an existing account.
This tool can be used to search for inspections associated with
permits.

3. Put the Email Address and Password that you used to register on the PORT and click the Log In
button.

Login
* Email Address
* Password

Remember Me

Forgot your password?
Switch jurisdiction?
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4. Aftera successful login, you will be redirected to the Dashboard.

Pender Online Resource Tool - Citizen Self Service

Good Morning, Whitney Yenner~ W0
Apply, Build and Review

Sl Apply>  Views Map SearchQ  Help@  Calendar @

Welcome to the PORT!

My Permits
Attention Pending Recent
0 0 0

»View My Permits

My Plans

Attention Pending Recent
0 0 0]

5. Click orthe Apply ButtonThiswill display permit categories.

Pender Online Resource Tool - Citizen Self Service
Apply, Build and Review

_ voons R —

& PERMITS H pLaNs

Good Morning, Whitney Yenner - W0

> NewWater Cannection Application > Temporary Sign Permits
> Commercial Electrical Stand Alone Permit

> Commercial Gas Piging Stand Alone Permit

> Commereisl Mechanical Change-Out Permit

Commercial Mechanical Stand Alone Permit

> All(s3)

+View My Permits

My Plans

A A A A A
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6. This will display available permits; if you do not see the permit you desire, click the All button.
This will display all permits available in PORT.

Pender Online Resource Tool - Citizen Self Service

'y Apply, Build and Review

BEINGEIGIN Apply» View~ Map Search@Q Help@  Calendar (@

& PERMITS B PLANS
> NewWster Connection Application > Temporary Sign Permits
» Commercizl Electrical Stand Alone Permit

Commercizl Gas Piping Stand Alone Permit

Commercial Mechanical Change-Out Permit

Commercizl Mechanical Stand Alone Permit

7. Clicking All will open the Permit Application Assistant section of the page.

v

» View My Permits

Permit Application Assistant

Categories

Water Connection Application : New Water Connection Application
tion Application

Commercial Tr Permits : Ci i i Permit
Commercial Electrical Stand Alone Permit
Main Menu

-4

Commercial its : C ial Gas Pipi Permit
Commercial Gas Piping Stand Alone Permit

onmental Health ategories | Main Menu
o Commercial Trade Permits : Commercial Mechanical Change-Out Permit

Commercial Mechanical Change-Out Permit

' Commercial Trade Permits : Commercial Mechanical Stand Alone Permit
s @ Commercial Mechanical Stand Alone Permit

ategories | Main Menu

residential Accessory Commercial its : C
mits € Commercial Plumbing Stand Alone Permit
tegories | Main Menu

L Demolition Permits : Commercial Demolition
2esidential Bullding Commercial Demolition
ategorles | Main Menu

Demolition Permits : Residential Demolition
Residential Demolition

go0o0o000ao00
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8. Scroll through to find the permit that you desire. You can also click the specific categories
LINE A RSR (2 TFTdzZNIHIKSNJI RSTAYS &2dzNJ aSI NOK® hyOS &
click the Apply buttonln this example, we will be applying foRasidential Electrical Stand
Alone Permit

(5] Commercial Trade Permits : Commercial Mechanical Stand Alone Permit
Commercial Mechanical Stand Alone Permit Apply

Categories | Main Men

Healtr Commercial Trade Permits : Commercial Plumbing Stand Alone Permit
Commercial Plumbing Stand Alone Permit
Categories | Main Men

Demolition Permits : Commercial Demolition
Commercial Demolition

Categories | Main Men

Demolition Permits : Residential Demolition
Residential Demolition

Residential Bu g
mits @ Categories | Main Menu

dentia Environmental Health Well Permits : Well Abandonment Permit
. Well Abandonment Permit

Categories | Main Men

mits @ Environmental Health Well Permits : Well Repair Permit
Well Repair Permit

Categories | Main Men!

Homes : Double
Double Wide Home

Categories | Main Men

Residential Manufactured Homes : Single Wide Home

Single Wide Home
Categories | Main Meny
Trade Permits Alone

Roooo0oon0de

Residential Electrical Stand Alone Permit

9. This will start the permit application process and take you to a page like the one below.
Dashboard  Apply® Vieww Map Report Search@ Help@  Calendar o
Apply for Permit - New Water Connection Application "REQUIRED
Locations

LOCATIONS

Location v

Add
Location

+

REQUIRED

Save Draft Next
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10. Click the + Add Location button.

Dashboard  Apply~» Vieww Map Report Search@ Help@  Calendar (@

Apply for Permit - New Water Connection Application “REQUIRED

Locations

LOCATIONS

Location v

Add
Location

+

REQUIRED

Save Draft Next

11. This will take you to the Add Location patiereyou will ald the location that needs a new
water connecion.

Dashboard  Apply~ View> Map Report SearchQ  Help@  Calendar (@

4Back to Application

Add Location

Add Address As ~ Location v

Enter Manually

Address Information

Search |Search Addresses ﬂ
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12. Search to see if your Address Information is on file by entering information in the Search
Addresses section. In the example below, we will search for 1234.

4Back to Application

Add Location

Add AddressAs  Location v

Enter Manually

Address Information /

Search1234 Q|

13. dick the Magnifying Glass button.

4Back to Application

Add Location

Add Address As ~ Location v

Enter Manually

Address Information
Search 1234
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14. The Search will populate addresses below the $eBer.

4Back to Application

Add Location

Add Address As  Localion v

Enter Manually

Address Information

Search1234 [ a |
11234 US HWY 17 NC 28411 m
1234 PENDERLEA HWY BUR NC 28425 m
12340 US HWY 117 NC 28457 m
12345 AGE LITERACY LN SUR NC 28443 m
Resultsperpage 10 v | 1-4o0f4 =~ = n -

15. There are times when addresses will not be in the search. Please see below for the two ways to
fulfill the requirements for this step.

If you DO see your address in the search: If you DO NOT see your address in the search:

1. Click the Add button. 1. Click the Enter Manually button.

Add Address As Location v

Action
&
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2. This will take you to the Locations page
andautofill the Locathn section for you.

Locations

LOCATIONS

Type: Location

11234 USHWY 17, ,NC,,
28411

Main Address ¥

Parcel Number
3271-63-862%-0000

Main Parcel ¥

Remove
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2. Fill out the required information in the
form that appears(everthing with a red
asterisk)

Search Enter Manually

Enter Manually

Country Type
Enter Address

* Street Number
Pre Direction

* Street Name
Post Direction

* City

State

* Postal Code

County

3. Click the Submit button.

County

4. This will take you to théocations page
and autofill the Location section for you.
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16. Click the Next button.

Apply for Permit - Residential Electrical Stand Alone Permit ‘REQUIRED

Locations

LOCATIONS

o Lcaton

11234 USHWY 17, ,NC,,

28411 Add

Location
Main Address ¥

Parcel Number +

3271-63-8629-0000

Main Parcel ¥

Remove

Save Draft
17. Notice the requireditlds Fillthem in.
Apply for Permit - Residential Electrical Stand Alone Permit *REQUIRED
Locations Type
PERMIT DETAILS
* Permit Type Residential Electrical Stand Alone Pe v
Description
P
* Square Feet
* Valuation
Back Save Draft Next
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18. Click Next.

Apply for Permit - Residential Electrical Stand Alone Permit "REQUIRED
Locations Type

PERMIT DETAILS

* Permit Type Residential Electrical Stand Alone Pe v

Description

P

*Square Feet 4000

* Valuation 20000

Back Save Draft

19. Ensure that your Information in the Applicant tile is correct.

“REQUIRED

Apply for Permit - Residential Electrical Stand Alone Permit

Locations Type Contacts
CONTACTS
Applicant Electrical Contractor
L Add Add

Contact

Contact

Whitney Yenner (You)

805 S. Walker Street, Burgaw, +

NC,, 28425

+

REQUIRED REQUIRED

Back Save Draft Next

Pagellof 24



INFORMATION

TECHNOLOGY
SERVICES

L_____,,)

INFORMATION TECHNOLOGY SERVICES

20. Notice that the Electrical Contractor and Osvriiles are requird. Click he + Add Contacfor
the Hectrical Contractor.

Apply for Permit - Residential Electrical Stand Alone Permit "REQUIRED

Locations Type Contacts

CONTACTS

Applicant Electrical Contractor Owner

L Add Add

Whitney Yenner (You) Contact Contact

805 S. Walker Street, Burgaw, + +
NC,, 28425

Applicant v

Add
Contact

+

REQUIRED REQUIRED

Back Save Draft

21. This brings yo to the Add Contact page.

Add Contact

Add Contact As : Electrical Contractor

Enter Manually My Favorites

Search|Name, E-mail, or Company ﬂ
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22. Search to see ifour Contacis on file by entering information in th&@earch Name,-Bail, or
Compaly section. In the example below, we will searchftiguel.

Add Contact

Add Contact As : Electrical Contractor

Enter Manually My Favorites
Search Miguel E

23. Click theMagnifyingGlass button.

Add Contact

Add Contact As : Electrical Contractor

Enter Manually My Favorites

Search Miguel
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24. The search will populat€ortacts below theSearch BalNOTE Sometimes a Contact will not be
displayed.If this is the case, please contact Gradiaomas Inspections& Permitting at
gthomas@pendercoungyncgov or call 91602591518

Add Contact As : Electrical Contractor

Enter Manually My Favorites
Search Miguel n

Sort| Relevance

Favorite First Name Last Name Address Company Email

”ﬁ? Miguel Castro

2 Miguel's Building

”ﬁ? Miguel Aleman

000]

Resultsperpage| 10 v| 1-30f3 << - .

25. dick Add.

Add Contact As : Electrical Contractor

Enter Manually My Favorites
Search |Miguel B

Sort| Relevance v

' First Name Last Name Address Company Email Action
{-\f Miguel Castro
ﬁ Miguel's Building e
{-\f Miguel Aleman .
Resultsperpage 10 v | 1-3of3 = = -
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26. Cicking Add wi take you tothe Contactiles. Notice that Owner is still required.

Apply for Permit - Residential Electrical Stand Alone Permit “REQUIRED

Locations Type Contacts

CONTACTS

Applicant Electrical Contractor Owner

5 X 5 3

Contact

Applicant v

Add
Contact

+

Whitney Yenner (You) Miguel Aleman

805 S. Walker Street, Burgaw, +
NC,, 28425
@ REQUIRED

Back Save Draft Next

27. If you are the Ower and the Apptant, you can add yoursedfs the Owner. Click + Add Contact
under the Oweer tile.

Apply for Permit - Residential Electrical Stand Alone Permit ‘REQUIRED

Locations Type Contacts

CONTACTS

Applicant v

Add
Contact

Applicant Electrical Contractor Owner
. 8 . 8

Contact

Whitney Yenner (You) Miguel Aleman

805 5. Walker Street, Burgaw, +
NC,, 28425
@ REQUIRED

+

Back Save Draft Next
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28. This bring you to the Add Contact page.

Add Contact

Add Contact As : Owner

Enter Manually My Favorites

Search Name, E-mail, or Company E

29. Type your name into the sech bar.

Add Contact As : Owner

Enter Manually My Favorites
Search whitney E
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30. Click themagnifying glass.

Add Contact As : Owner

Enter Manually My Favorites

Search whitney

31. Look for your nme in the sarch If there are multiples, select the name that has the most
correctinformation attached toit.

Add Contact As : Owner

Enter Manually My Favorites
Search \whitney E

Sort Relevance v

Favorite First Name Last Name Address Company Email Action
ﬁ Whitney Yenner 805 5. Walker Street m
Burgaw NC 28425
ﬁ Whitney Yenner m
Results perpage 10 v 1-20f2 << =
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32. Aick Add.

33. You have now been added as the applicant andotvaer.
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